
Directions for completing new Career Ladder Form 

SAVE THE FORM IN YOUR PERSONAL FOLDER OR ON YOUR JUMP DRIVE/REMOVABLE DRIVE WITH 

YOUR NAME IN THIS FORMAT… CL.FIRST INITIAL LAST NAME (no spaces).2013.2014 So for mine it 

would be…CL.LKILE.2013.2014   This will make it easier for the building reps to locate in their 

electronic files.  

1. Highlight the underlined portion following “Participant’s Name” and type in your first and last 

name.   

2. Highlight the underlined portion following “Date” and type in the current date.  

3. Check mark one of the three stages.  You can find the checkmark under “Insert” on your 

toolbar.  At the far right end, you will see “Equation” and “Symbol”.  Click on “Symbol”. If you 

have used the check mark previously, it will be in the box.   

 

 
If you have not used it, you will need to click at the bottom of that box, “More Symbols” 

 

You will get a pop up box. You can find the check mark near the bottom of the scroll bar 

 
 

Click on the checkmark and then click “Insert”. Once you have done so, the checkmark will be 

found in the box under “Symbol” as previously explained.  

 

4. Checkmark all responsibilities that apply to you for the current year.  

5. Print out your form. 

6. Turn it in to your Administrator for approval signature.  



7. Once it is signed, turn in a single copy to your building rep. You may wish to keep your original 

for your own files.  

8. When logging:   

a. Go to your document that you have saved as directed at the beginning of these 

directions.   

b. Double click in the chart.  You will be able to add your log information as you have done 

previously.  However, you will complete one single log listing all responsibilities on the 

single form.   

c. Be sure to save each time you make entries in your log.   

d. Forward your logs quarterly by the dates listed on the form to your building rep.  

 

Please contact your building rep or myself if you have any questions about this new form.  

We hope condensing the forms will be helpful for all participants.  

 


